PAGL |

NR( FORM 114 U.8. NUCLEAR REGULATORY COMMISSION

CAREER OPPORTUNITY ANNOUNCEMENT

DO NOT REMOVE POSTING

NR(‘\I 418

HOQUAL ORPFORTUNITY EMPLOYER, CANDIDATRS WITT RE CONSINEREN WITHOUT IMYCRIMINATION FOR ANY NONMERIT REASOM SUCH AS RACE, 00100, NELIGION, SEX, NATIGNAL
()R\(x]N FOLITICAL AFFILIATION, MARITAL STATUS, PHYSICAL OR MENTAL HANDICAPS, AGE, OR MEMBERSHIP [N AN EMPLOYEE ORGANIZATION,

FOSTION TITLE ANNOUNCEMENT NUMBER OPENING CLOSING [Chose o Jnavireni) EXFIRATION (Far "Dpent (01 R vt
DATES: TN POSEENG (ur THES detie)
Secretary (CA) 0250012 11/13/01 11/30/01
SERILS GRADE KNOWN PROMOTION POTENTIAL TO ARBA OF CONSIDERATION LY FE UF FUS THUN
BARGAINING NONRARGAINING
0318 ce- 06/07 cGE-07 NATHONWIDE X |uwit LNIT
ORGANIZATION LOCATION WASHINGTON, DC COMMUTING AREA X | RLLTIME PART-TIME
. PERMANENT TEMPOR ARY
O0fc. vf Nuclear Reaclor Regulation REGION COMMUTING ARTEA X | ApPOINTMENT APPOINTMENT
i i INCUMBENT 15 - -
Prog. Mgmt., Policy Dev. & Planning Staff X |omer NRC HO ReuMBEnt NOT T0 FXCEED
Regource Management Branch RANDOM DRUG
BUTY LOCATION TRAVEL REQUIREMENTS NAME OF IMMEDIATE SUPERYISOR
Rockville, MD None Leslie Barnett
APPLICATEON INSTRUCTIONS: COMPLETE AND SUBMIT THE FOLLOWING TO THE ADDRESS SPECIFIED AT THE BOTTOM OF THIS PAGE. (Use the Veicaney Ammnicestient samber in il correspandence. 1

i AN UPDATED SFi7] PERSONAL QUALIFICATIGNS STATEMENT OR APPLICATION FOR 4. NRC APPLICANTS({ONLY): FOUR COPIES OF APPLICATION MATERIALS REQUESTED.
GOVERNMENT EMPLOYMENT OR RESUME 5. THE NRC I8 A ZERO-TOLERANCE AGENCY WITH RESPECT T( ILLEGAL DRUG USE.
2 AN NRC FORM |15, VACANCY APPLICATION STATUS NOTICE (NRC apyalicans omiy); 6 OTIHFER (Specity)-

3 A COBY OF YOUR CURRENT PERFORMANCE APPRAISAL OR A SIGNED $TATEMENT
FHATIT 1S NOT AVAILABLE.

NOTICE. APPLICATIONS MAY KE REFERRED TO THE RATENG ENTITY A MINIMUM OF S8IXTEEN (16) CALENDAR DAYS ATTER OPENING DATE

NONHARGAINING UNIT POSITIONS ONLY. © ANDIDATES WIHOSE PRESENT PROMOTION POTENTIAL BOES NOT EXCEED THE POTENTIAL OF THIS VACANCY MAY NOT BE SUBIFCT TO RATING PROCEDURES AND MAY
B REFERRED DIRECTLY HE SE1LLCTING OFFICIAL

PBUTIES OF POSITION fif ihis position is amnounced a midtiple grade levels, these duties describe the full performance level: af lower grade levels the duties may very slightly and will be performed under somewhat
closer supervision.)

S8ervea as Secretary (0A) performing secretarial and administrative duties
to suppocrt the operations of the branch. Uses word processing equipment
or other office automation systems to produce letters, memoranda, reports
and other documents and performs other office automation functions.

QUALIFICATIONS REQUIRED {if the position is announced at muliiple grade tevels, these guaiifications describe the full performance level, uniess otherwise specified. The position description, immediate
supervisor, andior NRC Manuai chapter and Appendix 4108 can be consulted for more detolled qualification reguirements andior interpretation of quaiifying experience.)

Candidates musgt have at least one year of gpecialized experience at the
next lower grade level or equivalent.

SPECIALIZED EXPERIENCE is experience which demonstrates the knowledge,
skills and abilities to perform a wide-range of secretarial and
administrative duties.

RATING FACTORS (Applicants are strongly encowraged 1o SbMr @ siatement addressing the Rating listed below.)

APPLICANTS MUST ADDRESS THE RATING FACTORS LISTED BELOW.

1. Demonstrated proficiency with microcomputer-based software
applications, including WordPerfect Office (Wordperfect, Appointment
Calendar, E-Mail, etc.)

(Example: Describe specific work experience and training which
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RATING FACTORS - CONTINUED

demonstrate your knowledge of and ability to utilize the features of
Wordperfect Office, and any other office automation tools. What specific
gsoftware have you used (e.g., LOTUS, Access, Harvard Graphics) and for
what purposes?)

2. Knowledge cf proper grammar, spelling and punctuation sufficient to
prepare and review cutgoing material for correctness, proper format and
completeness.

(Example: Degcribe specific work experience, education and training
which demonstrate your knowledge of proper grammar, spelling and
punctuation. Describe specific work experience that requires you to
apply your knowledge of correspondence procedures. What is your role in
ensuring that outgoing documents are correct and in the proper format?
What types of documents do you routinely prepare and originate?)

3. Demonstrated ability to provide administrative support in a variety
of areas (time and attendance reporting, action item tracking, travel,
etc.).

(Example: Describe specific work experience, training and developmental
assignments which demonstrate your ability to apply policies and
practices pertaining te office procedures, such as time and attendance

and travel. Describe your experience with action item tracking systems.
What were your duties and responsibilities? Describe your experience
establishing and maintaining office files. Describe specific instances

where you have initiated and developed new office procedures to improve
the efficiency of your organization. Describe the types of groups you
have supported and for what purposes.)

4. Demonstrated ability to work efficiently in handling multiple
assignments with competing priorities, often under considerable pressure
to meet deadlineg.

(Example: Describe specific situations that required you to work under
stressful or adverse conditions (field assignments, competing priorities,
tight schedules, deadlines, ete.)

5. Demonstrated ability to deal tactfully, efficiently and
professionally with all levels of personnel.

{(Example: Describe the various levels of individuals you interact with
and for what purposes. Provide examples of specific assignments which
required you to work as a lead secretary or within a team environment.
What was your role? What techniques do you use to develop effective
working relationghips?)
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NOTE: Breadth, recency, and length of experience in the field; training,
awards and commendations; past and current performance; and community or
outside professional activities will be reviewed as they relate to each
of the above factors to determine the level of knowledge, skill or
abillty of candidates.

EXECUTIVE AGENCIES ARE PROHIBITED FROM ACCEPTING OR CONSIDERING
APPLICANTS FOR COMPETITIVE APPOINTMENTS OR POSITIONS BASED ON POLITICAIL
RECCMMENDATIONS FROM MEMBERS OF CONGRESS, CONGRESSICNAL EMPLOYEES,
ELECTED STATE OR LOCAL GOVERNMENT OFFICIALS, AND POLITICAL PARTY
OFFICIALS. SUCH OFFICIALS MAY ONLY SUPPLY STATEMENTS REGARDING THE
CHARACTER AND RESIDENCE OF THE APPLICANT.




